AMAJUBA DISTRICT MUNICIPALITY

CODE OF GOOD PRACTICE

SUBSISTENCE AND TRAVELLING ALLOWANCES POLICY

A1. Purpose

To ensure that required travellings to attend the official business of Council which will result in the reimbursement of S&T is assessed based on the budget availability, relevance and impact to be controlled, preauthorised 

B1. Legislative requirements

Constitution of the Republic of South Africa, Act No 108 of 1996
Treasury regulations 
National Travel Policy Framework 
Cost Containment Instructions issued by National Treasury 
Section 66 of the Local Government: Municipal Finance Management Act (No. 56 of 2003), the Accounting Officer must report to Council, in the format and for the periods prescribed, all expenses relating to staff salaries, allowances and benefits, separately disclosing, inter alia, travel, subsistence and accommodation allowances paid.
Tariffs for the use of Motor Transport as determined by the notice of Department of Transport 
Regulations for upper limits of salaries, benefits and allowances of members of Municipal Council based on Remuneration of Public Office Bearers Act, No.20 of 1998.
Sars guidelines
AA Rates for Vehicle Operating Costs. 
Government Gazette: “Determination Of The Daily Allowance In Respect Of Meals and Incidental Costs For Purposes Of Section 8(1) Of The Income Tax Act, 1962 (Act 58 of 1962)” annually published by the Minister of Finance. 
Tax Pocket Guide - Published on the day of the Budget Speech. 

This policy is read and applied with the existing Transport Allowance Policy 


A. TRAVELLING ALLLOWANCES


1. Council, formulated this policy because of being aware thereof that: -

1.1 Councillors, the Municipal Manager and Directors are compelled to use private transport in the execution of their duties; 

Review-The policy must indicate that for indirect Hon. Councillors who are not receiving transport allowance, travelling reimbursement will be done for travelling claims of journeys within the area of jurisdiction of Council from the point of departure up to the destination and return.

1.2 [bookmark: _Hlk100541858]Other officials without transport allowance may from time to time have to utilise own transport in the execution of their duties;

2.	The following procedure shall be adhered to:
        
2.1 All travelling which may result in a travel claim shall first obtain pre-authorisation provided sufficient funds are available in the budget subject to cost containment measures.  


Pre-travel authorization is obtained as the following:

2.2 In the case of non-section 54A and 56 officials below Senior Managers with recommendation by the Head of Department and approval by Municipal Manager. 

2.3 In the case of the Head of Department by the Municipal Manager. 

2.4 In the case of the Municipal Manager by the Mayor and 

2.5 In the event of Councillors by the Mayor;

2.6 In the event of travelling by direct Councillors, the Municipal Manager, Directors and employees below senior managers receiving transport allowance, claims for travelling will only be considered for reimbursement for journeys outside the area of jurisdiction of Council, from the point of departure (residence, office etc) up to the destination and return;

2.7 In the case of travelling by those indirect Councillors, Amakhosi and employees without transport allowance whom from time to time have to utilise own transport in the execution of their duties; any official journeys apply for reimbursement.

3. 	Journeys/travelling utilising private vehicles employees not receiving transport allowance shall only be allowed in exceptional circumstances when an official vehicle is not available subject to pre-authorisation obtained.


4. 			All authorised employees and Councillors travel claims shall be refunded as per 
		the current tariffs derived based on the Department of Transport table as updated 
		from time to time depending on the engine capacity of the vehicle.  
              
5.    		If persons undertaking authorised trip/s are travelling together in a private vehicle 
to minimise travel expenses where possible which is promoted, the allowance payable will only be applicable to the person who supplies the motor 
	vehicle.

B.         SUBSISTENCE AND OVERNIGHT ALLOWANCES

1. 		All persons undertaking authorised trips outside the jurisdiction of Council, shall 
      be entitled to claim R139.00 for each period or portion of 24 hours spent away;
                                                   plus
2. 		When an overnight stay has been authorised, the following shall apply
            2.1   Councillors and Officials

2.1.1	   Tariff for a stay in maximum 4 star hotel at the single rate;
		               plus
			    2.1.2      R130.00 maximum for breakfast;
2.1.3      R150.00 maximum for lunch;
2.1.4      R170.00 maximum for dinner;

             2.2 For each period of 24 hours or part thereof spent away. (The claim for 2.1) to be 
             substantiated by relevant invoice/s)

2.3 The actual cost of accommodation inclusive of breakfast and dinner must not exceed a   maximum of R1600.00. If no such accommodation facility is available in the area where the official business attended is taking place within the threshold of R1600, accommodation above this threshold can be used subject to the prior approval of the Municipal Manager subject to budget availability and affordability.

2.4 If a representative uses alternative accommodation, no accommodation allowance may be claimed, but a representative may claim an all-inclusive amount of R1000.00 per day which include daily allowance and all meals.

2.5 If a representative uses alternative accommodation, no documentary proof for R1000.00 is needed.

2.6 Approved requests for upfront payment of S&T for Councillors where necessary must be submitted at least 3 working days to Budget and Treasury Office for payment before the day of departure.  On return required supporting documents and slips must be submitted to the municipality within 5 working days for subsistence and travelling expenditure incurred for records and accountability purposes.

3.	An amount of R1000 for each night actually spent away using alternative/private accomodation, which includes meals as per 2.1.2, 2.1.3 and 2.1.4 above per 24-hour period will be paid, thereafter 2.1.2, 2.1.3 and 2.1.4 shall apply individually.


[Example: Depart from Madadeni at 06h00
       on Monday, overnight in Durban and return to
                                               to Madadeni at 20h00 on Tuesday

Time away: 38 hours
Claims allowed without invoices

   R278.00	        daily allowance  	(B1 above) (R139.00 X 2) 
			   R1000	        overnight 		(B3 above)
      			   R130.00                 breakfast 		(B2.1.2 above)
			   R150.00	        lunch		(B2.1.3 above)
     			   R170.00	        dinner		(B2.1.4 above)


      4.	For the purpose of meal claims the following times shall apply:

	Breakfast   - 07h00
	Lunch        - 13h00
	Dinner       - 19h00


      5.	All persons undertaking authorised trips outside the jurisdiction of Council, shall be 
             entitled to claim for meals in respect of times and meals mentioned above, if these meals 
             were not provided.

6.	All claims for kilomitres must be in line with guideline used by the municipality for total number of kilomitres to different destinations and there must be a motivation should there be a deviation. 

7.	Staff and Councillors must obtain pre-authorisation on the form provided for this purpose before taking official trips outside the jurisdiction of Council for s&t payment.  No s&t claim will be paid without approved pre-authorisation form.

8.	Councillors and officials shall be re-imbursed for the parking and toll gate expenses incurred in an official pre-authorised trip which must be accompanied by appropriate receipts.

9. 	Any claim for reimbursement of expenses in terms of this policy must be submitted on the official claim form accompanied by relevant supporting documents which must confirm attendance of official business where possible.

SUBSISTENCE AND OVERNIGHT ALLOWANCES

THAT the subsistence, travelling and accommodation expenses be paid as follows:

	ITEM
	DESCRIPTION
	RATE

	10.
	All authorized travel claims for officials and Councillors shall be refunded at a rate per kilometer which is derived from averages from Department of Transport Tables.
	


	10.1



10.1.1

10.1.2

10.1.3
	All persons taking authorized trips outside the jurisdiction of Council, shall be entitled to claim an amount for each period or portion of 24 hours spent away, plus

An amount as maximum for breakfast

An amount as maximum for lunch

An amount as maximum for dinner
	
R139.00


R130.00

R150.00

R170.00

	10.2
	An all-inclusive amount for each night actually spent away using alternative/private accommodation. 

	R1000.00

	10.3 

10.3.1

10.3.2


10.3.3

10.3.4

10.3.5
	Claims allowed without invoices:

An amount, as daily allowance (10.1 above)

An amount, as alternative/private overnight subsistence (10.2 above)

An amount for breakfast (10.1.1 above)

An amount for lunch (10.1.2 above)

An amount for dinner (10.1.3 above)
	

R139.00

R1000.00


R130.00

R150.00

R170.00

	10.4 

10.4.1

10.4.2 

10.4.3
	For the purpose of meal claims the following times shall apply

Breakfast – 07h00

Lunch – 13h00

Dinner – 19h00
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